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1. Purpose. To establish policies and procedures for

i nplerenting a Merit Pronotion and Pl acenent Program Plan for the
G eat Lakes and Chio River Division consistent with Ofice of

Per sonnel Managenent, Departnent of the Arny and U. S. Arny Corps
of Engi neers regul ations.

2. Applicability. This regulation applies to enpl oyees of the
Great Lakes and Chio River Division and districts and activities
serviced by CELRD Civilian Personnel Advisory Centers (CPAC).

Bar gai ning unit enpl oyees covered by a negoti ated | abor agreenent
are subject to the provisions of this regulation that do not
conflict with that agreenent. |If there is a conflict, the

negoti at ed agreenent provision applies.

3. References.
a. 5 CFR 335, Pronotion and Internal Placenent
b. AR 690-300, Chapter 335 and AR 690-335-1, Enpl oynent
c. USACE Suppl ermrent to AR 690- 300,

SEAN M WACHUTKA
Col onel, Corps of Engineers
Deputy Commrander

3 Appendi ces

APP A--Career Referral Levels

APP B- - Excepted Service Merit Pronotion Policy

APP C--Career Ladders

DI STRI BUTI ON:

Al LRD Commander s All LRD CPAC Chiefs
Al LRD EEO OficersAll LRD Supervisors

4 copies, CELRL-IM SR

*This regul ati on supersedes CEORDR 690-1-12 dated 30 Sep 93, Chg
1 to CEORDR 690-1-12 dated 28 Feb 1994, Chg 2 to CEORDR 690-1-12
dated 1 Jan 95.
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CHAPTER 1
GENERAL PROVI SI ONS

1-1. (Objectives.

a. To ensure that promotions and internal placement actions
are based on nerit principles and neet O fice of Personne
Managenment (OPM), Department of Arny (DA) and U S. Arny Corps of
Engi neers (USACE) regul atory requirenents

b. To ensure that organizations are staffed with the best
qual i fi ed candi dates avail abl e.

c. To ensure that enployees are fully inforned about
pronotion policies, procedures and opportunities.

d. To provide opportunities for enpl oyees covered by this
plan to conpete for pronotions when positions are filled through
conpetitive procedures; however, pronbtion is not guaranteed.

e. To provide an incentive for enployees to inprove
performance and devel op their know edges, skills and abilities.

1-2. Equal Opportunity. Consideration for placement and

eval uation of qualifications will be nmade on a fair and equitable
basis, without regard to age, race, sex, religion, color, |aw ul
political or other affiliation, marital status, national origin,
non-di squal i fyi ng physical or mental disability, menbership or
non- menbership i n an enpl oyee organi zati on or any other non-nerit
reason.

1-3. ProgramInformation. The Freedom of Information Act and
the Privacy Act inpact significantly on the collection, use and
availability of data essential to operations under this Plan.
Questions that arise regarding conpliance with this Plan will be
referred to the Cvilian Personnel Advisory Center (CPAC) Chief
or his/her representative.

1-4. Oher Placenent Considerations. This Plan is part of the
overall programfor staffing civilian positions within the G eat
Lakes and Chio River Division and its serviced activities.

Rel at ed plans or prograns that inmpact upon the staffing program
i ncl ude career managenent, special enpl oynment prograns,
affirmati ve enpl oyment and non-conpetitive placenment actions.




CELRDR 690- 1-12
31 Dec 98

CHAPTER 2
RESPONSI BI LI TI ES
2-1. Division and District Commanders and Comanders of serviced

activities are responsible, through the CPAC Chief or his/her
representative, for assuring that:

a. The nmerit policies, principles and procedures of the
Plan are fully and consistently adhered to.

b. Persons involved in the devel opnent, adm nistration and
eval uati on of prograns, plans, procedures and nethods for
pronotion and rel ated pl acenent actions have the necessary
techni cal conpetence and are provi ded special training as
required.

c. Ensure mamnagers and supervisors are aware of their
esponsibilities to Equal Enployment Cpportunity (EEOQ and
Affirmati ve Enpl oynent prograns.

2-2. Managers and supervisors are responsible for:

a. Famliarizing thenselves with and actively supporting
this Plan and recomendi ng i nprovenents as appropriate.

b. Keeping subordinates fully infornmed of the basic
principles, policies and operations of the Merit Pronotion and
Pl acement Program

c. Anticipating personnel needs and initiating action in
sufficient tine for quality recruitnent.

d. Assisting the CPAC in efforts to recruit high quality
candi dates, including mnorities and wonen for those positions
where there is underrepresentation.

e. Seeking advi se/ gui dance from Personnel Specialists/
Assistants to identify appropriate job search criteria, job-
rel ated know edges, skills and abilities and sel ective placenent
factors necessary for successful performance of the vacant
posi tion.

f. Serving as or providing enployees to serve as subject
matter experts in devel opnent of job search criteria or crediting
pl ans used to eval uate candi dat es.
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~g. Serving on or providing enployees to serve as
qualification raters or rating and sel ecti on panel nenbers.

h. Ensuring that enpl oyees who are absent for legitimte
reasons, (e.g., on detail, on leave, at training or in mlitary
service) receive appropriate consideration for pronotion by
ensuring the enployee is aware of the vacancy in order to
conpete. Also, encouraging enployees to have a resune/
application on file at the CPOC, if applicable.

i. Objectively considering all referred candi dates.

j. Furnishing definitive job related reasons for
sel ecti ons.

k. Releasing selected enployees within the tine limtation
specified in this Plan.

. Notifying non-sel ected candi dates of selection decision,
when appropriate. As requested, providing reasons for non-
sel ection to candidates referred, but not selected.

m  Provi ding assi stance and counseling to enpl oyees
concerni ng pronotion opportunities, self-inmprovenent and
application procedures for future opportunities and career
devel opnent.

2-3. Enpl oyees are responsible for

a. Keeping inforned of the provisions of this Merit
Pronoti on and Pl acenent Plan and follow ng stated procedures when
appl yi ng for positions.

b. Ensuring personnel records, resunes/application fornms
and suppl enmental experience statements refl ect appropriate
experience, education and training.

c. Taking advantage of opportunities for self-devel opnent
and acquiring the skills and training necessary for advancenent.

d. Review ng vacancy announcenents on web sites CPOL or
USAJOBS and applying for those positions for which they believe
they neet the qualification requirenents outlined therein

e. Keeping supervisors informed in witing of the types of
positions for which they desire consideration during their
absences.
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f. Furnishing the designated G vilian Personnel Advisory
Center (CPAC) an acceptance or declination within three working
days after being notified of selection. An extension of this
time may be coordinated with the Gvilian Personnel Operating
Center (CPQOC).

g. Serving as a subject matter expert and/or rater in
determining qualifications or rating and sel ection panels, as
r equest ed.

2-4. Equal Enpl oyment Manager is responsible for:

a. Reviewing referrals and sel ections before and after
action is taken by selecting official to ensure the conmand EEO
and AEP goal s and obj ectives are consi dered.

b. Advising selecting officials, supervisors, managers,
commanders and other participants in the nerit placenment process
of EEO and affirmati ve enpl oyment requirenents and
consi derati ons.

c. Evaluating personnel policies and practices under this
Pl an and advising the Director of Human Resources or CPAC Chi ef
of potential adverse inpact on protected groups of enpl oyees.

d. Participating in the devel opnent of recruitnent
strategi es designed to enhance the enpl oyment and progression of
m norities and wonen in the work force

2-5. Director of Human Resources, CPAC Chief, and/or Chief,
Staffing Service D vision at appropriate CPOC have a shared
responsibilTity for inplenmentation and execution of this plan.
Their duties include:

a. CPAC

(1) Maintaining hard copies, when avail abl e, of vacancy
announcerents from other DA, DOD and federal agencies that may
af ford pronotional opportunities for enpl oyees.

(2) Coordinating with selecting officials in
establ i shing the area of consideration for vacancy announcenents
and any extensions thereof.

(3) Coordinating with EEO Manager through the tota
process on nerit placenent actions to ensure consideration is
given to affirmative enpl oyment goal s

4
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(4) Participating in local recruitment activities.
(5) Notifying applicants selected for vacancies and

coordi nating rel ease dates.

b. Chief, Staffing Service Division at appropriate CPOC

(1) Determining the validity of selective placenent
factors for use in evaluating candi dates.

(2) Participation in regional recruitnent activities.

(3) Publishing vacancy announcenents el ectronically on
CPOL and USAJOBS and hard copy when appropriate

(4) Verifying job search criteria and rating/ranking
procedures are perforned within regulatory requirenments to ensure
the best qualified candidates are referred.

(5) Issuing referral lists to selecting officials, thru
CPAC, in a tinely manner and in accordance with regul atory
requi renents.

(6) Maintaining a current listing of enployees eligible
for repronotion and special consideration

(7) Notifying applicants who do not neet basic
qualifications, eligibility requirements and/or rate best
qualified for positions filled under this Plan.

(8) Maintaining required records related to the
operation of this Plan.

c. AlI:
(1) Operating, evaluating and inproving the program
based on regul atory changes and the needs of serviced
organi zati ons.

(2) Considering the conments and suggesti ons of
managers, supervisors, enployees and enpl oyee organi zations with
regard to this Plan

(3) Providing training on the requirenents and
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procedures of this Plan to supervisors and providing information,
orientation and assi stance to enpl oyees.
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CHAPTER 3
EXCLUSI ONS

3-1. Certain Ofice of Personnel Managenent, Departnment of

Def ense, Departnent of Arnmy and Corps of Engi neers pl acenent
prograns have a definite relationship to the Plan and may take
precedence in filling new or vacant positions under the follow ng
condi tions:

a. Reduction in Force. Placement of enployees within the
wor k force who have been or are schedul ed to be decl ared surplus
or volunteer to | essen the inpact of placenent actions in
connection with reduction in force.

b. Priority Placenent Program Placenent of DOD enpl oyees
in Priority Goups 1 and 2 under the Departnment of Defense
Stability of G vilian Enpl oyment Program

c. Reenploynent. Placenment of enpl oyees who have
statutory, regulatory or administrative reenpl oynment or
restoration rights.

d. Corps of Engineers Qutplacenent Program Pl acenent of
Cor ps of Engi neers enployees declared surplus due to declining
wor k, project conpletions or reorganization.

e. Career Prograns. Consideration of Departnment of Arny
enpl oyees for pronotion to career program positions filled at
mandatory referral |evels under the provisions of AR 690-950.
(See Appendi x A)

f. Senior Executive Service positions.

g. Decisions/Settlenments. Any actions involving statutory
regul atory, or administrative placenments to include actions
directed by higher conmand | evels, arbitration, and court and
Merit System Protection Board (MSPB) decisions, |ocal
settlenents, and discrimnation conplaint decisions.

3-2. Tenporary Enpl oyees/ Excepted Service Enpl oyees Wt hout
Conpetitive Status.

a. Tenporary enployees without conpetitive status are not
eligible to apply for positions under this Plan. These enpl oyees
shoul d request advice, if desired, fromthe CPAC regarding
opportunities for enploynent.
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b. Excepted service enpl oyees appoi nted under the Veteran's
Readj ust nent Act authority or the severely disabl ed appoint nent
authority may conpete for conpetitive service positions within
the restraints of the excepted authority.

c. Sone categories of excepted service enployees (e.qg.,
CIPMS, TVA, NAF, etc.) may be considered for positions filled
under this Plan based upon agreenents between their agenci es and
OPM

d. Appendix B of this Plan contains the nmerit pronotion
policy for staffing positions in the excepted service.

3-3. Conversions to Conpetitive Status. The follow ng enpl oyees
may be non-conpetitively converted to permanent positions in the
conpetitive service:

a. Severely disabled or nentally retarded enpl oyees who
meet criteria for conversion under 5 CFR Chapter 306.

b. Veterans' Readjustnent Act (VRA) enpl oyees who conpl ete
two years of substantially continuous service and who neet the
requi renents for conversion under 5 CFR Chapter 307.

c. Student Career Enploynent Program (SCEP) enpl oyees
within 120 days of graduation from college and who neet the
criteria for conversion under 5 CFR Chapter 308.

d. Worker Trainees who conplete three years of service
under a Tenporary Appoi nt nent Pendi ng Establishnent of a Register
(TAPER) under 5 CFR Chapter 316.

e. Veterans with 30 percent or nore disability serving on
tenporary appoi nt mnents under 5 CFR Chapter 315.

3-4. Qher Placenent Actions. The provisions of this plan do
not preclude management fromexercising its right to fill
positions by other appropriate neans to include reassignnents or
changes to | ower grade of current enployees, transfers,
reinstatements of forner federal enployees with conpetitive
status, use of OPMregisters and use of special appointnent
authorities for veteran, disabled persons, students or DA Famly
nenbers.
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CHAPTER 4
PERSONNEL ACTI ONS COVERED/ EXCEPTED BY TH S PLAN
4-1. Actions covered by conpetitive procedures. Wth the
exception of actions described in paragraph 4-2 of this chapter,

conpetitive procedures of this Plan apply to all promptions and
to the follow ng actions:

a. 'Time-limted pronotions over 120 days. Tinme-limted
pronoti ons over 120 days nust be conpetitive unl ess enpl oyee has
previously held that grade or a higher grade on a permanent
basis. Prior service under all details to higher graded
positions or time-limted pronotions is included, whether
conpetitive or non-conpetitive, during the preceding 12 nonths.
Atine-linmted pronoti on may be made permanent w thout further
conpetition provided: (1) the pronotion was nmade under
conpetitive procedures, (2) the normal mninum area of
consi deration was used to hold conpetition, and (3) the fact that
it mght lead to a pernmanent pronotion was rmade known to
potential candidates. Tine-limted pronotions may be nmade for a
period not to exceed five years or may be extended up to five
years. Tinme-limted pronotions may be term nated at any tine.

b. 'Tinme-linited pronotions over 120 days to career program
positions at mandatory referral Tevels. Conpetitive procedures
apply to tinme-Timted pronotions over 120 days to career program
positions at mandatory referral levels. Prior service under al
details to higher graded positions or tinme-linmted pronotions is
i ncl uded, whether conpetitive or non-conpetitive, during the
preceding 12 months. A snaller mninmum area of consideration may
be used as described in paragraph 5-2e to effect the tine-linmted
pronotion. However, when filling the position on a pernanent
basis, a career referral list nmust be requested if eligible
career program enpl oyees are to be considered for pronotion
Time-limted pronotions can be terminated at any tinme.

c. 'Details for over 120 days (to higher grade positions or
positions with known pronotion potential greater than the
enpl oyee's present position. Prior service under all details to
hi gher graded positions and time-limted pronotions during the
precedi ng 12 nmonths nust be counted when determ ni ng whet her
detail wll exceed 120 days. A permanent pronotion may be nade
froma conpetitive detail without further conpetition provided

YTime limt could be extended to 179 to maintain continuity of
essential functions during major drawdowns.
9
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the same three conditions described in 4-1a are net and the
enpl oyee neets qualification requirenments for the position.

d. Selection for training when required for pronotion
Selections for training when training is given primarily to
prepare enpl oyees for advancenent and is required for pronotion.

e. Reassignnments or denotions to positions with greater
pronotion potential than the position previously held. Such
assi gnnents and denotions are covered except as pernitted under
Reduction in Force procedures.

f. Reinstatenents or transfers to positions at higher
grades or positions with known pronotion potential higher than
the highest grade previously held under a pernmanent appoi nt nment.

4-2. Actions excepted fromconpetitive procedures. Conpetitive
procedures do not apply to the follow ng actions:

a. 'Time-linmted pronotions or details for 120 days or |ess.
Time-limted pronotions will not be processed for Tess than 30
days except under the follow ng conditions:

(1) Personnel in non-licensed positions aboard
floating plant who are assigned for one day or nmore to |licensed
positions for which they possess the necessary license will be
temporarily pronoted.

(2) Personnel in licensed positions aboard floating
pl ant who are assigned for one day or nore to higher positions
for which they possess the necessary |icense and whose job
description does not require the performance of higher |evel
duties will be tenporarily pronoted

b. Pronotions by reclassification of an enpl oyee's position
to a higher grade Tevel because of additional duties and
responsibilities my be effected as exceptions to conpetitive
procedures. This action can be effected if desired by nmanagenent
and it meets nerit principles.

c. Career pronotion within an established career | adder
When conpetition is held at an earlier point, successive career
pronotions of an enpl oyee may be nade until the full perfornmance
| evel of the position is reached, provided that if the enpl oyee
is one of a group, all enployees in |like positions are given

10
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simlar work assignnments and | evel of responsibility which
provi de the sane opportunity for pronotion as they denonstrate
ability to performat the next higher level. This also includes
career | adder pronotions follow ng the non-conpetitive conversion
of Student Career Enploynent Program (SCEP) enpl oyees. The
intent to pronote nust be a matter of record, 1.e., docunented on
personnel action and in the intern, Upward Mbility or VRA
training plan. A listing of CELRD career |adder positions is
cont ai ned i n Appendi x C.

d. Pronmpotions of incunbents in positions filled
conpetitively below the established or anticipated grade for
devel opnental purposes. A position is reengineered to be filled
at a Tower grade to allow for a devel opnental opportunity. These
positions do not have an established career |adder progression as
in para 4-2c. The pronotion potential and progression will be
docunented in the announcenent.

e. Promotions of understudies to target positions. An
understudy is an enployee conpetitively selected for the purpose
of being trained to assune the duties of a position to be vacated
in a definite period of tine, nornmally one year or |ess

f. Pronotion of trainees. Pronotions of enpl oyees who
satisfactorily conplete training under approved training
agreenents or | eadership devel opnent agreenments if the agreenent
specifically provides for the promotion. Al so, pronotion of
enpl oyees in trainee, career intern or SCEP positions not covered
by a training agreement upon the satisfactory conpletion of the
training period. The intent to pronbte nust be a matter of
record.

g. Pronotion under RIF regulations. There is an exception
for a position change under reduction in force provisions which
is technically terned a pronotion because the pay fixing policy
gi ves the enployee the benefit of a slightly higher rate or
because assi gnnent between positions under different pay
schedul es is not subject to conpetitive pronotion procedures.

h. Pronotion resulting fromclassification error or
i ssuance of new standards. Pronotions resulting fromthe
upgradi ng of positions w thout significant change in the duties
or responsibilities because of the correction of a classification
error or the issuance of new classification standards are not
subject to conpetitive procedures, provided regul atory and
qualifications requirenents are net.

11
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i. Pronotion/placenent based upon prior service in a higher

grade position. An enployee or applicant who previously held a
permanent job in the conpetitive service at a higher grade or a
position wth higher pronotion potential is eligible to be non-
conpetitively pronoted or placed (through reassignnent, denotion,
transfer or reinstatenent) into positions at grades no hi gher
than the hi ghest grade previously held and/or into positions with
pronotion potential no higher than positions previously held.
This provision also applies to tinme-limted pronotions and
details to higher grade positions.

j. Priority Consideration. A candidate who failed to
recei ve proper consideration in a prior conpetitive pronotion or
pl acement action is afforded priority consideration for the next
appropri ate vacancy, and, if selected, can be pronoted non-
conpetitively. A finding that a candidate failed to receive
proper consideration for pronotion is appropriate only when that
applicant's name should have been referred to the selecting
of ficial, but was not. The next appropriate vacancy is defined
as one that neets all the followi ng conditions:

(1) A simlar type of position in the same pay system
as the position for which the candidate failed to receive proper
consi derati on

(2) one in which the candidate has indicated prior
interest; and

(3) one at the sane grade |level with no higher
pronotion potential than the position for which consideration was
| ost.

Candi dates entitled to priority consideration will be given bona
fide consideration for the position before consideration is given
to candi dates under conpetitive procedures. Consideration for
this exception is limted to one consideration for each

consi deration not properly received. If a priority candidate is
not selected, the selecting official will provide valid reasons,
inwiting, why the candi date could not be expected to
satisfactorily performthe duties of the position.

k. Repronotion. Although not guaranteed repronotion, an
enpl oyee denoted w thout personal cause (i.e., not due to
m sconduct or inefficiency on the enployee's part and not at the
enpl oyee's request) is entitled to special consideration for non
conpetitive repronotion prior to conpetition. Odinarily,
repronoti on under this exception will be made when a vacancy

12
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occurs in a position at the fornmer grade or any intervening grade
for which the repronotion eligible is a high quality candidate
Speci al consideration for nonconpetitive repronotion will be

af forded for the period of retained grade or pay retention
period. Departnment of Arny enpl oyees not entitled to retained

grade or pay retention will be afforded special repronotion
consideration for 2 years fromthe date of the change to | ower
grade. If special consideration for repronoti on does not apply

to enpl oyees who are denoted to correct a procedural, regulatory
or programviolation under 5 CFR 335 or if the denotion is
accepted to enter a training programand the training is not
conpl et ed

13
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CHAPTER 5
LOCATI NG CANDI DATES

5-1. Oder of consideration. This order will be foll owed when
filling vacanci es:

a. Statutory, reenploynent or restoration Placenents

b. Directed Placenents (courts, MSPB, EEQC) or ot her
corrective actions

c. RIF actions, or placenents in lieu of RIF

d. Local repronotion eligibles

e. Certain actions pernmitted under the DOD Program for
Stability of CGvilian Enploynment (e.g. job swaps, nedica
accomodat i ons, etc.)

f. Reenploynent Priority List (RPL) registrants for positions
at or below grade | ast held by the registrant

g. DOD Priority Placenent Program (PPP) registrants and the
remai nder of the RPL candi dates

h. Special consideration after failure to receive
consi deration under the Merit Pronotion Plan

i. Al other conpetitive/nonconpetitive placenment actions
i nvol vi ng DOD candi dat es

. Interagency Career Transition Assistance Program (| CTAP)
eligibles
k. Selection of candi dates from non-DCOD sources.
5-2. Areas of Consideration. The area of consideration nmeans

the area in which an intensive search is nade for eligible
candi dat es.

a. Mnimmarea of consideration. The mninum area of
consideration will be defined in each vacancy announcenent. The
m nimum area nornmally will be no less than activity wi de,

i ncluding serviced activities. This determ nation will be nade

by the responsi bl e personnel specialist/assistant and sel ecting

of ficial over the vacancy and will be based upon past experience

inrecruiting for simlar positions, know edge of the | abor

mar ket and affirmati ve enpl oynent considerations. The area of
14
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consi deration may be extended at any tine during the recruitment
process if necessary to |locate additional well qualified
candidates. |If stated in the vacancy announcenent, other

el i gi bl e candi dates outside the m ni num area of consideration nay
be considered if the mninum area does not produce an adequate
nunber of well qualified candidates. This determination will be
made jointly by selecting official and responsible personnel

speci al i st/ assi stant.

b. Mninmumarea of consideration for certain positions.
The position of Executive Assistant w Il be announced DOD-w de.
Wthin the Geat Lakes and Chio River Division, Park Manager GS-
11/ 12 positions will be announced division-w de when filled
conpetitively on a permanent basis.

c. Consideration of Departnment of Arnmy candi dates outside
the mininmumarea. A current Departnent of Arny enployee in the
conpetitive service may apply under any vacancy announcenent for
CELRD positions and receive considerati on.

d. Consideration of enployees absent for legitimte
reasons. [If enployees on approved [eave, TDY, or detail outside
the organi zati on W sh to be considered for vacancies, they nust
advi se their supervisors, in witing, of the title, series, grade
and | ocation of positions for which they wi sh consideration.
Supervisors will provide information to the responsi bl e personnel
speci al i st/ assistant to guarantee consideration. Either the
supervi sor or CPAC personnelist will contact the CPOC on the
absent enpl oyee's behal f and make arrangenents for receipt of the
application. After being advised of arrangenents, absent
enpl oyees are responsible for submtting required application
forns within established tinefranes.

e. Mninmumarea of consideration for tine-limted placenent
actions. A snmaller mininumarea of consideration may be used for
conpetitive details, time-limted pronotions and reassi gnments
than that used for permanent pronotions and sel ections for

positions with pronotion potential. |If the m ninum area of
consideration is narrower than what is required for a permanent
pl acenent, then full conpetitive procedures will be applied when

the job is filled on a permanent basis.

5-3. Qher Sources. Managers are expected to use outside
recrui tnent sources in areas where there is underrepresentation
of minorities and wonen or when the internal workforce is not
expected to produce an adequate nurmber of high quality
candi dates. These sources include applicants from other federal
agencies, OPMcertificates of eligibles, reinstatenent eligibles,
persons eligible for enployment under E. O 12721, re-enploynent
15
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priority eligibles and persons who may be hired under special
authorities such as veterans and di sabl ed persons.

5-4. Methods for |locating candi dates. Candi dates nay be | ocated
by various nethods including individual vacancy announcenents or
open continuous vacancy announcenents

a. Vacancy Announcenents. Individual vacancy announcenents
will be used in Tocating candidates for positions filled under
this Plan, except as provided in paragraph 5-4b. Vacancy
announcenents Wil |l publicized and will remain open for at |east
10 cal endar days for the receipt of applications unless another
period is required by regul ation, requested by management or
| ocally negotiated. Al announcenents will be publicized as
necessary to ensure enpl oyees have the opportunity to revi ew and
apply for announced positions within the activity. Wen there is
an expanded area of consideration, appropriate dissem nation will

be nmade. Each announcenent will contain the follow ng:

(1) Title, series, grade(s) and brief description of
duti es.

(2) Oganizational and geographic |ocation of the
posi tion.

(3) Qualifications required, including unusua
physi cal requirenments

(4) Any special requirenments of the position, (e.g.,
frequent travel, frequent overtime or unusual worKking
condi tions.)

(5) Any selective placenent factors, e.g., ability to
obtain and maintain a |license or a secret clearance.

(6) Know edges, skills and abilities determ ned
necessary for successful performance in the position, if
appl i cabl e.

(7) Rating and ranking methods to be used.

(8) If the position has pronotion potential (supported
by the job description), a statenent to that effect and the grade
| evel to which there is potenti al

(9) Area of consideration.

(10) Announcenent nunber and openi ng and cl osi ng dates.
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(11) How and where to apply and deadline for receipt
of applications.

(12) Equal enpl oynent opportunity statenent.

(13) Requirenment for conpletion of probationary period
i f supervisory or nmanagerial position.

(14) Statenent of "obligated position" when occupancy
of the positionis limted to the return of a previous incunbent
if fornmer enpl oyee has return rights.

(15) Statenent whet her Pernmanent Change of Station
(PCS) or DoD National Relocation Program (DNRP) services are
aut hori zed or not.

b. Open Continuous Vacancy Announcenents. Positions in
hi gh turnover occupations and positions filled at entry |evels
may be publicized through Open Conti nuous Vacancy Announcenents
These announcenents indicate the full performance |evel as well
as any intervening grade levels at which positions nay be filled.
Applications for these positions are accepted on a continuous
basis. When a request to staff one of these positions is
received, a cutoff date is established and those candi dates who
have previously applied will be considered. Applications from
non-sel ected candidates will be retained for consideration for
future vacancies. Candidates sel ected for positions bel ow the
full performance |evel are eligible for pronotion w thout further
conpetition upon denonstrating ability to performat the higher
grade |l evel and upon neeting all regulatory requirenents.

c. Distribution of Vacancy Announcenents. As a m ni mum
all vacancies will be published electronically on the web site
cpol.army_.mil. |f the area of consideration is expanded outside
Army, the announcenent will also be published electronically on
usajobs.opm.gov. Hard copy distribution may be utilized if the
sel ected area of consideration warrants
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CHAPTER 6
APPLI CATI ON AND CANDI DATE EVALUATI ON PROCEDURES

6-1. Ceneral. Candidates will first be eval uated based on
established qualifications standards and eligibility

requi renents. Then, job search criteria under the
RESUM X/ St andard Aut ormated I nventory and Referral System (STAI RS)
or specified high quality performance criteria, know edges,
skills and abilities (KSA), will be established based on the job
description. Candidates will be evaluated on their possession of
the job search criteria/ KSA or their potential to progress when
the job being filled |l eads to further advancenent.

6-2. Application Procedures. The application process wll be
determ ned w th coordinati on between the responsible personne
speci al i st/ assistant and the selecting official. Wen possible,
the aut omat ed RESUM X/ STAI RS process will nornally be used
However, if the automated process is inpractical or undesirable,
based on coordination between the selecting official and
responsi bl e personnel specialist/assistant, the KSA process will
be used.

a. RESUM X/ STAIRS. Enpl oyees revi ew vacancy announcenents
on the appropriate web sites (e.g. CPOL or USAJOBS). |If
interested, and a resune is on file with the appropriate Cvilian
Per sonnel Operating Center (CPOC), applicants are eligible to
sel f-nom nate using the procedures outlined in the vacancy
announcenent. |If a resune is not on file, applicants nust follow
the resune procedures outlined in the vacancy announcenment. A
Job Application Kit is also available in the local CPAC. Resumes
recei ved, accepted, and verified will be stored in the database
for future consideration.

b. KSA. Enpl oyees review vacancy announcenents on the
appropriate web sites (e.g. CPOL or USAJOBS). |If interested, an
application will be submtted based on procedures outlined in the
vacancy announcenent. There nmay be a requirenent to submit an
addi ti onal suppl enental experience statenent addressing the KSA
as part of the application package

6-3. Eligibility Criteria.

a. OPMBasic Qualifications. Candidates considered
basically qualified nmust neet the Ofice of Personnel
Managenent’s (OPM mi ni num qualifications standards and time-in-
grade/time-after-conpetitive appointnent restrictions. Candidates
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that will nmeet the mininumrequirenents w thin 30-days of the
vacancy announcenent closing date will be considered

b. Selective Placenent Factors. Sone positions may have
requirenents in addition to nmeeting OPM qualifications that are
necessary for successful performance. Exanples of selective
pl acenent factors include: professional engineering registration
or ability to obtain and maintain a notor vehicle operator's
license. These factors will be included in the vacancy
announcenent .

c. Annual Performance Rating. In addition to basic
qual ifications and selective placenent factors, applicants for
pronoti on nust have at |east a current rating of Successful
Level 3 or equivalent to "fully successful™ or better, to be
consi dered for pronotion.

6-4. Deternmine of Best Qualified (BQ.

a. RESUM X/ STAIRS. Job search criteria are established by
the selecting official and responsi bl e personnel specialist/
assi stant prior to the opening of the announcenent. The
information is input in the automated system Applicants
subm tting resunes are matched agai nst the established criteria.
BQ candi dates are identified based on the degree they possess the
desired criteria conpared with other qualified applicants.

b. KSA. High quality performance criteria are determn ned
for successful perfornmance of the position. Avalid rating
met hodol ogy wi || be devel oped by subject matter experts and/or
responsi bl e personnel specialists/assistants to define each KSA
and establish how applicants can denonstrate possession of the
KSA. The KSAs are published in the vacancy announcenent.
Appl i cants' experience, education, training and |licenses are
eval uated utilizing an OPM approved candi date eval uation
met hodol ogy. BQ candi dates are identified based on the degree of
possession of the established KSAs.

c. Sinplified for 10 or less candidates. Sinplified
eval uati on procedures may be applied if there are ten or fewer
candi dates who neet mininumqualifications. Al candi dates who
are determined to be high quality may be referred without
assigning scores. High quality candidates are those who, in the
rater's judgenment, possess the job search criteria or KSAs
identified for the position. |If no candidates neet the job
selection criteria or KSA, none would be referred to the
selecting official. Managenent should then consider expandi ng
the area of consideration to |locate high quality candi dates or
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recruiting for the position at a | ower grade |evel.

d. Reassignnments/Changes to Lower Grade. There is no
requirenent to apply the job related criteria or KSAto
candi dates eligible for reassi gnnent or change to | ower grade to
positions with no known pronotion potential or with pronotion
potential no higher than highest grade previously held by the
candi date. These candi dates may be referred to the selecting
of ficial without rating against the job search criteria or KSAs
as long as they neet the eligibility criteria described in
par agraphs 6-4 a., b. and c.

6-5. Evaluation Responsibility.

a. Basic Eligibility. The screening of candidates to
determine basic eligibility, including possession of selective
pl acenent factors, is the function of the Staffing Service
Division Staff of the appropriate CPOC. Subject matter experts
may be consulted as needed.

b. Rating and Ranking. Reviews against the job search
criteria or KSAs nay be perfornmed by responsi bl e personne
speci ali st/ assistant or by a rating panel depending upon which is
nost appropriate for the position being filled and factors such
as tine and cost. Wen panels are used, panel nenbers (except
for personnel specialists/assistants) nust be subject matter
experts and occupy positions at least equal in grade to the
position being filled.

c. Advisors. Personnel specialists/assistants will serve
as advisors to the rater or rating panels and assure that raters
have been trained in ranking and/or eval uati on net hodol ogi es.
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CHAPTER 7
REFERRAL AND SELECTI ON
7-1. Referral
a. Nunber Referred. A reasonable nunber of best qualified

and all non-conmpetitive or other recruitnent source candi dates
will be referred to the selecting official

b. Information provided to selecting official. For each
candidate referred, the Staffing Service Division Staff (SSDS) of
the appropriate Cvilian Personnel Operating Center (CPOC), wll
provide the selecting official with applicant’s credentials used
in the evaluation process. Information acconpanying the referra
list is privileged and will not be shown to applicants or others
not having a "need to know'

7-2. Selection Procedures. The selecting official has the right
to select or not select any candidate referred on the referra
list. Selections nust be based on one or nore legitinmte job

rel ated reasons as to why the sel ectee may be expected to perform
successfully in the position. Selecting officials nust provide
reasons for selection in witing. No indication of selection may
be given to a candidate by the selecting official w thout

approval of the responsible personnel specialist/assistant.

Sel ection actions are subject to review by the EEO Ofice, CPAC,
and CPOC before the selection can be finalized.

a. Interview ng.

(1) The selecting official may interview as nmany

referred candi dates as desired or none at all. However, when the
selecting official nmakes the decision to conduct interviews, it
i s good nmanagenent practice to interviewall in the top group of

candi dates, if they are available. Those candi dates outside the
conmuting area nmay be interviewed by tel ephone or video

tel econferencing (VIC). Interview arrangenents are nmade by the
selecting official. Failure to travel for the purpose of an
interview may not be used as the basis for non-selection of a
referred candi date.

(2) The selecting official is responsible for the
content of the interviews and for the final selection decision.
The CPAC and/or the EEO Ofice nay be contacted, unless required
by established regulation, for advice on interview content or
procedures.
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(3) Wthin the Departnent of Defense (DOD), enpl oyees
may be excused, at the discretion of the activity conmander,
wi t hout charge to |l eave or loss of pay to participate in
i nterviews when conpetition is for a position within DOD or the
i ndi vidual is under notice of separation or change to | ower grade
for reasons other than personal or performance rel ated reasons.
Time spent in interviews in circunstances other than those
descri bed above will be charged to annual |eave or, if requested
by the enpl oyee, |eave w thout pay. (DOD CPM 990-2, 1400.25-M
630. S11.)

b. Notification and Acceptance/ Declination. The desi gnat ed
Civilian Personnel Advisory Center (CPAC) will contact the
sel ectee. The selectee will accept or decline the position within
three working days after being notified of selection. |f needed,
the sel ectee can request an extension of three additional working
days fromthe CPAC representative.

c. Release of selected enpl oyees. Arrangenents for a
rel ease date of the selected candidate will be coordi nated
bet ween the supervisory officials concerned and the responsible
SSDS of the appropriate CPAC. Normally, enployees will be
rel eased to report to their new positions no later than the
begi nni ng of the second pay period follow ng notification of the
selection. Wen an enployee is selected for a position which
requires a nove outside the comruting area, the enployee will be
given a reasonable period of time (not |ess than 30 days) to
report to the new duty | ocation.

22



CELRDR 690-1-12

31 Dec 98
CHAPTER 8
| NFORVATI ON TO EMPLOYEES
8-1. Information regarding the Merit Pronotion and Pl acenent
Programwi | | be published whenever there are changes directed by

hi gher authority or when programrevi ew indi cates nore
information is desirable. Enployees nay request information from
their supervisors who will provide appropriate information or
arrange for enployees to obtain it fromthe CPAC or CPCC.

8-2. Enployees will be rem nded of the inportance of keeping
their personnel records current.

8-3. Al candidates who apply for positions under this Plan will
be notified as to the disposition of their applications for
pronotion or placenent. Applicants who do not neet the m ni num
qualification requirenents or are not rated best qualified wll
be notified by the CPOC once this determi nation is made. All
candi dates referred, but not selected, will be notified who was
selected for the position by the selecting official or CPCC

8-4. Candi dates who have questions about their rating should

contact the CPAC. Questions about non-sel ection should be
directed to the selecting official
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CHAPTER 9
EMPLOYEE COVPLAI NTS AND GRI EVANCES

9-1. GCeneral Provisions. The CPAC Chief or his/her
representative will be avail able to answer questions or
conplaints regarding the Merit Pronotion and Pl acement Program
Questions regardi ng specific placenment actions will be
coordinated with the responsi bl e personnel specialist/assistant
or Chief, SSD, at the appropriate CPOC. Every effort will be nade
to resol ve questions/conplaints on an informal basis.

9-2. Nongrievable Matters. The only nmerit pronotion plan matter
excluded fromthe grievance procedure is a conplaint based solely
on non-selection froma properly devel oped referral register.

9-3. Gievance Procedures. |If a matter cannot be resolved on an
informal basis with the selecting official, the conplaint will be
processed under the appropriate grievance system Non-bargai ni ng
unit enployees will utilize the DoD Adm nistrative Gievance

Syst em procedure. These enpl oyees shoul d contact the CPAC for

i nformati on about grievance procedures. Bargaining Unit

enpl oyees shoul d contact their Union Representative for
informati on regardi ng the negotiated grievance process.

9-4. Discrimnation Conplaints. |f an enployee or an applicant
feels he/she has been discrimnated (i.e. race, gender, color
religion, age, national origin, non-disqualifying mental or
physi cal disability) against in a placenment action processed
under the provisions of this Plan, he/she should contact an EEO
counsel or. This contact should be rmade within 45 days fromthe
ef fective date of the placenent action.
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CHAPTER 10
PLACEMENT RECORDS AND REVI EW

10-1. Records. Placenent records are naintained by the
appropriate CPOC. Records docunenting all placenent actions will
be retained for five years.

10-2. Reviews. The operation of the Merit Pronotion and

Pl acement Plan will be reviewed by the Director, Human Resources
O fice, CPAC Chief and EEO Manager to ensure that non-nerit
factors do not enter into any part of the pronotion and pl acenent
process.

10-3. Docunentation. Pronotion and placenment actions will be
docunmented in selectee's official personnel folder and in
temporary record files of each pronotion action as specified by
the Ofice of Personnel Managenent and Departnent of Arny. These
files will provide clear evidence that actions are effected in
consonance with the policy and provisions of the Merit Pronotion
and Pl acenent Plan to provide the basis needed for eval uation of
the program and for answering questions that managers or

enpl oyees may rai se about the programin general or about
specific pronmotion and pl acenent actions.
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APPENDI X A
CAREER PROGRAM MANDATORY REFERRAL LEVELS

Career Program (CP#) DA Referral Leve
Automatic Date Processing (34)* 13 and above
Civilian Personnel Administration (10) 13 and above
Conmuni cations (34)* 12 and above
Conptroller (11) 12 and above
Contracting and Acqui sition (14) 12 and above
Education Services (31) 11 and above
Engi neers and Scientists [Non-Const] (16)** 13 and above
Engi neers and Scientists [Const] (18)*** 14 and above
Equal Enpl oyment Qpportunity (28) 11 and above
I nformati on Managenment (34)* & ** 13 and above
Li brarian (34)* 09 and above
Manpower and Force Managenent (26) 12 and above

Public Affairs and Communi cati ons Media (22) 11 and above

Records Managenent (34)* 11 and above
Saf ety Managerent (12) 12 and above
Suppl y Managerent (13) 13 and above
Transportati on Managenment (24) 13 and above
Real Estate (55) *** 12 and above
Visual Information (34)* 11 and above

* |Included in Informati on Managerment Area (I MA) Career Program

** Referral inventory maintained through at DA Cvilian
Announcenent Distribution System ( DCADS)

***Referral inventory maintai ned by HQUSACE

Al



CELRDR 690-1-12
31 Dec 98

APPENDI X B
MERI T PROMOTI ON POLI CY FOR EXCEPTED SERVI CE POSI Tl ONS

B-1. Attorney positions will be filled in accordance with
Department of Army and HQUSACE directives.

B-2. Permanent vacanci es which occur in the excepted service and
af ford pronotion or permanent status opportunities for current
excepted service enpl oyees may be filled through conpetitive
procedures simlar to those outlined in this Plan or appropriate
non-conpetitive procedures.

B-3. Qualified enployees serving under excepted appointnents are
eligible for consideration for excepted service positions
announced under conpetitive procedures. Qutside candi dates may
al so be considered If rated and ranked substantially the sanme as
current enpl oyees
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APPENDI X C
CELRD RECOGNI ZED CAREER LADDERS

C-1. The mmjor occupational career |adders in the Geat Lakes
and Chio River Division are |listed on page C-2. An enpl oyee who
enters a career |adder through conpetition nay be pronoted wthin
that career |adder without further conpetition. Pronotions
within a career |adder are based on the enpl oyee's proven ability
to performthe duties and neet the qualification requirenments of
t he hi gher grade position.

C-2. Enployees may be reassigned non-conpetitively from one
career |adder to another as long as the new position's pronotion
potenti al does not exceed that of the present position. To nove
to a career |adder position with higher pronotion potential than
the enpl oyee's current position, the enpl oyee nust either conpete
under the terns of this Plan or be selected froman OPM
certificate.

C-3. It should be noted that the grade progressions listed in
this docunent indicate mininumentry |evels. Depending upon the
i ndividual's qualifications and the needs of managenent, a
qual i fi ed candi date may be appointed at a higher level in the
progression. In some instances, pronotion potential may vary
dependi ng upon the nature and conplexity of the assignnent. For
exanpl e, a Program Anal yst in one organi zation nmay have pronotion
potential to GS-11; in another organization, pronbtion potentia
may only be to GS-09. This listing reflects the nmost typica
career progression patterns, but these may vary anong

organi zations and | ocati ons.

C-4. There are positions and occupational series found in the
Great Lakes and Chio River Division that are not included in this
listing. This is because the nunber of similar positions is small
and grade potential is based upon the individual position. This
precl udes generalizing the pronotion potential of these positions
by placing themin a career |ladder list. The full perfornmance

| evel for these positions will be shown on individual vacancy
announcenent s.

C-5. The OPMqualification requirenents and the position
classification standards, nmintained in the CPAC or stored on
web sites cpol.army.mil and opm.gov, are the controlling
authorities on position qualifications and grade |evel

det erm nati ons.
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C-6. The followi ng career |adder listing indicates typical
progression levels for nobst positions in each series. Positions
at various locations could be lower than this listing. |If a
position warrants a hi gher grade based on the nature of work,

m ssi on,
grade | evel

hi gher graded responsibilities, etc.
indicated on this Iist,

than t he hi ghest
pronotion to the higher grade

must be conpetitive unless circunstances described in Chapter 4,
par agraph 4-2b of the Plan are net.

SERI ES

025
110
201
203
260
300
334
343
401
510
511
525
540
560
800
802
807
808
809
817
1035
1102
1170
1171
1350

POSI TION TI TLE

Par k Ranger
Economi st

Personnel Specialist, all series

Personnel C erk/ Assi stant
EEO Speci al i st

Clerical (various series)
Conput er Speci al i st
Managerent / Progr am Anal yst
Bi ol ogi st

Account ant

Audi t or

Accounti ng Techni ci an
Voucher Exam ner

Budget Anal yst

Engi neer (various disciplines)
Engi neeri ng Ai d/ Techni ci an
Landscape Architect

Archi tect

Construction I nspector
Survey Ai d/ Techni ci an
Public Affairs Specialist
Contract Speci al I st

Real ty Speci al i st

Appr ai ser
CGeol ogi st

CAREER LADDER

3/4/5/7/9
5/7/9/11
5/7/9/11
3/4/5
5/7/9/11
2/ 3/4/5
5/7/9/11
5/7/9/11
5/7/9/ 11
5/7/9
5/7/9/ 11
3/4/5

2/ 3/ 415
5/7/9

5/ 7/9/ 11
2/ 3/4/5/6/7
5/7/9/11
5/7/9/11
2/ 314151617
2/ 3/ 4
5/7/9
5/7/9
5/7/9/11
5/7/9/ 11
5/7/9/11



